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FINLHOE DIVISION OFERATING PROCEIUHE 30.7=2
SUBTECT: ligquidation of fdvences to Agency Personnel

By memorsndun frow the Coemptroller dated 1 June 1954, the Cidel and
Deputy Chief, Finance Division, have been muthorizsed io approve Tequests
for liguidation of unassounied for balsnces of m scoounts on an
installment bosie. Consideration and action to spprove requesis for
instelinent settlement of sdvences will require setion as follows:
A. Esch requost for approval of instellment plans of setilement of
en advence account xmst be in writing, be sigped by the advancee,
and gt ingludes
. icknowledpement of the indebiedness.
2. 7 statement sstiing forth the reasons why the advancee falled
to scoount for or refund the advanee promptly upon corpletlion
of purpose for vhieh funds were advenced.
3, The dlsposttion of funds which now mekes it impossible to meke
4. lequest for appovel of the proposed method of setilenent.
B. Eech sdvances proposing to settle his edvance sccount will be advised:
1. That sceeptance by Finanoce Division of the proposel to 1iquidate
en advence ssocunt on an instellnent basie ia not to be oonstrued
in any way a8 sdoinistratively emusing or cosdoning his fellure
to refund promplly wmsed port

ons of edvances upon fulfilment of
mwfarm&mﬁmdamw ntr does such
sctien preciude &iacipﬁmy or mm wﬂaxx counslderad apprupriate
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2. That eny instances wiwrein an sdvancee ls unable %o agoount for
or reful advences of officlal funds upon completlen of the purpose
for which the funds were advenced presentes & presumption of
risuse of funds and must be reported to the Deputy Directod

Ypon m&l of an Installoent nethod of settlement of an advence

sogoumnt, & mesorendun sweerizing the ease and the setion teken will

be preparsd, The memorandum will be prepared for the slipmture of
the Chief, Finanee DMvision, and will be directed to the Deputy

Direstar(Support) through the Comptraller, with & copy for the

Inspector Geperal. 4 copy of the request for approval of the

instellment plen of settlement obtained under IA sbove will be

stisched to sach copy of this memorandior, '

In any came vhere the advances is oversess end request for installment
setilemant of an alvence acoount is recsived by pouch or cable snd daduction

fxﬁmmmlliamﬁmﬂaﬂ%emnﬂlb&mﬁﬁtm immediete npproval

even though all information under I A hes not been reselved. In sueh case,

A

B,

the sdvancee will be advised, through his fleld stetlon, thst:

Deductions will be effected in eccordance with his request.

Pizel ection on the case requires sutmittel by him of & stetsment
sovering the Mts listed under I Alor those points not covered by
prior commuplications),

Complience with his request for ligquidetion of the advence by

poyrall deductions is nol 0 be construed in any vey as administratively
exsusing or condoning his fedlure to refund promptly umused portions

of advences upon fulfilment of the purpose for which the funds were
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considered appropriate in%ﬂ tances.
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A,

. employes or agent is umeble to scoount for or refund sn advence upon
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Thes memorandun 16 the Deputy Mrector {(Support) will include recon- |
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mendations s to further sction, 1 eny, which appesrs to be
sppropriote to the circumsiances. W; rinlmes potdon recan-
unended wAll be a letter of reprimend to the advances over the
slgnature of the DU/S.Where such letter iz reccumended, = yums

1C sbove. 4 copy of the letter will be provided for the sdvances's
Division Chief, and consideration will be given to prowiding a copy

for the sdvences's pervonnel file,
In scoordsnce with existing instructions. ssch case wheredn an

coogpletion of the purpose for which the funds were advanced will be

reported by necorandus, to the [D/A, through the Comptroller, os

x oase imvolving the possihle misuse ofigency funds. A copy of ihe 3
arcinm will be furnished to the Inspector Censrsl.

In sddition to the shove report, the DD/A has reguested that in esch

nsm imyolving inehility to specmt for or Pafimd official furds,

conpiderstion be glver 1o a letter of reprimerd or sbsfsbsiex sdronition.

as to uhetber such s letter will be prepered for release

in the light of the circumstefnoes in sach Individuel cess.
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